
PCG Education 2/15/2012

www.pcgeducation.com 1

Medicaid Administrative Program 
Financial Process
Web-Based Reporting

www.pcgeducation.com

Agenda

• Financial Process Overview

• Website walk-through

• Direct Support Staff

• Reporting Guidelines

• Benefits of Web-based 
Reporting

• Questions?
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Medicaid Administrative Financial Reporting
• After the close of each quarter PCG will send out a financial schedule to 

each district
• All allowable staff will be listed on the financial schedule
• The certification page is summed by job category
• You will enter overall category costs into the website and you may use the 

financial schedule as a guide for entering those totals

• You DO NOT send us the completed financial schedule spreadsheets.  You 
can use it as a guide for data entry into the website

• You DO NOT need to send us a signed certification via fax
• Your financial submission and verification is done entirely online at 

www.pcgrmts.com
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Web-based Walk Through
• When you enter the web-address on your web browser, you will come to the 

following page to login
• This page will tell you which quarter is currently being updated as well as 

the active dates for submission
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Web-based Walk Through
• Once you have logged in, you will see the name of your District as well as 

all eligible cost categories to enter data
• To enter costs for a specific category, click on the category name
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Web-based Walk Through

• Within the cost category, you will enter the overall Salary and Benefit totals 
as well as any additional costs (i.e. Contracted Costs, Dues/Fees, 
Travel/Training)

• If you have no costs to report for that given category, click the Federally 
Funded/No Costs To Report check box

• Once you have entered all of 
your costs, click the Validate 
button to run all checks of 
reasonableness on your 
reported expenditures.

6



PCG Education 2/15/2012

www.pcgeducation.com 4

Web-based Walk Through

• By clicking the Validate button, you are having the web-system run various 
checks of reasonableness on the costs that you have entered.
• The system will check for high salary amounts, high benefit amounts 

and high operational costs
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Web-based Walk Through
• After you have reviewed the data entered, you can either update the 

expenditures and re-validate or click the Submit button to verify the data.
• Once you have submitted the data on a cost category, you will be taken 

back to the main screen.
• You will need to visit all cost categories listed for your district before you 

can certify your overall costs.
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Direct Support Staff
• If you wish to claim costs for Support Staff, you should follow the same 

procedures as the other costs categories.  You must enter the overall staff 
count for this category.

• Direct Support Staff are strictly 
clerical and administrative staff that 
support other staff included in the 
staff pool list (Must keep support 
documentation)

• Be sure to allocate percentage of 
costs with percentage of time spent 
supporting
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Final Certification
• Once you have entered all of your costs, you will need to click on the Certify 

Data button on the main screen.

• If all cost categories have been entered that are required, you will be able to 
Certify your overall costs for the quarterly submission

• All of the costs that you have entered will be totaled by cost category, you 
can compare this to the certification page of the financial schedule if you 
have chosen to use that 
tool as an entry guide
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Final Certification

11

• If all costs are correct then you, your Business Manager, 
CFO, or whomever is in charge of verifying your costs will 
click the Certify Data Button below the verification 
statement

• You can print this screen directly from the web-page for 
your records

• Once you have Certified the overall data, you see a 
message that the Grand Totals have been certified

Reporting Guidelines
• Allowable Costs:

• These are all represented by the sub-cost categories available on the web-
system

• Salary, Benefit (includes FICA, retirement and insurance)
• Operational Costs (contracted costs, travel/training, dues/fees, materials/supplies)

• Non-Allowable Costs:
• Federal Funds
• State-Flow Through Funds
• Third party costs
• Costs included in the calculation of the Unrestricted Indirect Cost Rate
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Benefits of Web-Based Financial Reporting
• All data is housed within the web-system, you DO NOT need to 

send PCG a copy of the completed financial schedule spreadsheet 
or a signed certification
• Your unique login information is providing an online signature 

and therefore no exchange of paper via email or fax is required
• Most financial expenditure verifications 

are done online, immediately upon 
submission of your data

• Since the edit checks are done online, 
it allows for you to have more time to 
complete the financials
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Financial Frequently Asked 
Questions
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Q: I am completing my financial information. I confirmed that John Doe is in 
the RMTS website, but he is not appearing on my financial spreadsheet. 
Why?

A: John may be active in the RMTS website now, but he was not when the time 
study was generated months ago. In which case, his costs can’t be claimed.

Q: I added a new staff person to the RMTS website on April 15th. I am entering 
financial information for the July-September quarter and this person is still 
not appearing. Why?

A: This is because there is no time study for the July-September quarter and the 
staff pool list certified for the April – June quarter is also used for the July-
September quarter.
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Financial Frequently Asked 
Questions (Cont.)
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Q: Bob is listed on the financial spreadsheet, but left the district half-way 
through the quarter. Since he had a direct replacement (Frank), whose 
costs do I claim?

A: You may claim the costs for Bob up until the day he was replaced by Frank. After 
that day, you may claim the costs for Frank through the rest of the quarter. You 
may not claim both participant costs at the same time since they are only filling 
one position.

Q: I have someone on my staff pool list that has zero costs or is 100% 
federally funded, but when I enter zeros into the website I get an error. 
How do I proceed?

A: When you are entering zero costs for a job category, there is a checkbox that 
says “Federally funded/No costs to report”. You must check this box to proceed.

Contact Sheet

Robert Gilleo
Customer Service/Client Relations
rgilleo@pcgus.com
(615) 983-5325

Mark Schoenberg
Customer Service/Client Relations
kysbac@pcgus.com
(877) 395-5016
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Michael Bley
Customer Service/Client Relations
kysbac@pcgus.com
(877) 395-5016

Rachel Dean
Customer Service/Client Relations
kysbac@pcgus.com
(877) 395-5016
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877-395-5016
kysbac@pcgus.com


